
  

 

TThhiiss  iiss  aann  eexxaammppllee  ooff  hhooww  aa  ccoommppaannyy  ccoouulldd  pprreeppaarree  aa  qquuaalliittyy  mmaannuuaall  ffoorr  tthhee  QQuuaalliittyy  
SSyysstteemm  AAsssseessssmmeenntt  ((QQSSAA))  PPrrooggrraamm..    TThhiiss  eexxaammppllee  uusseess  tthhee  ssppeecciiffiieedd  pprroodduucctt  
rreeqquuiirreemmeennttss  ooff  AARRCC  11003300CC..    TThhiiss  qquuaalliittyy  mmaannuuaall  mmaayy  nnoott  aaddddrreessss  aallll  ooff  tthhee  QQSSAA  
PPrrooggrraamm  rreeqquuiirreemmeennttss..    TThhiiss  eexxaammppllee  iiss  nnoott  tthhee  oonnllyy  ffoorrmmaatt  iinn  wwhhiicchh  ttoo  pprreeppaarree  aa  qquuaalliittyy  
mmaannuuaall..    YYoouurr  ccoommppaannyy  mmaayy  ffiinndd  aa  ffoorrmmaatt  tthhaatt  iiss  mmoorree  eeffffeeccttiivvee  aanndd//oorr  eeffffiicciieenntt..    
  
WWhheenn  iimmpplleemmeennttiinngg  aa  qquuaalliittyy  mmaannaaggeemmeenntt  ssyysstteemm  bbaasseedd  oonn  tthhee  QQSSAA  PPrrooggrraamm,,  tthhee  
ccoonntteenntt  ooff  tthhee  qquuaalliittyy  mmaannuuaall  mmuusstt  rreefflleecctt  tthhee  QQSSAA  PPrrooggrraamm  rreeqquuiirreemmeennttss,,  tthhoouugghh  iitt  ddooeess  
nnoott  nneeeedd  ttoo  mmaattcchh  tthhee  ffoorrmmaatt..    AA  ccoommppaannyy  mmuusstt  ccrreeaattee  aa  qquuaalliittyy  mmaannuuaall  tthhaatt  ddeessccrriibbeess  iittss  
pprroocceesssseess  aanndd  pprroocceedduurreess..      
  
SSoommee  iimmppoorrttaanntt  ppooiinnttss  ttoo  rreemmeemmbbeerr::  
11..  AA  qquuaalliittyy  mmaannuuaall  mmuusstt  ddeessccrriibbee  tthhee  ccoommppaannyy’’ss  pprroocceesssseess  aanndd  pprroocceedduurreess  aass  tthheeyy  

rreellaattee  ttoo  tthhee  QQSSAA  PPrrooggrraamm..      
  
22..  SSaayy  ““wwhhaatt””  yyoouu  ddoo  aanndd  ““hhooww””  yyoouu  ddoo  iitt..    IItt  iiss  nnoott  ssuuffffiicciieenntt  ttoo  ssiimmppllyy  ssttaattee  tthhaatt  yyoouu  

ddoo  ssoommeetthhiinngg..  
  
33..  UUssee  wwhhaatt  yyoouu  aallrreeaaddyy  hhaavvee  iinn  ppllaaccee  aass  lloonngg  aass  iitt  mmeeeettss  tthhee  QQSSAA  PPrrooggrraamm  

rreeqquuiirreemmeennttss..      
  
44..  IIff  aa  ppoorrttiioonn  ooff  yyoouurr  eexxiissttiinngg  pprroocceedduurree  iiss  oouuttssiiddee  tthhee  ssccooppee  ooff  tthhee  QQSSAA  PPrrooggrraamm,,  tthheenn  

iitt  sshhoouulldd  bbee  ssttaatteedd..    ((EExxaammppllee::  tthhee  SSOOPP  ffoorr  ddeennttiittiioonn  iiddeennttiiffiieess  ((11))  tthhee  mmeetthhoodd  ffoorr  
ppeerrffoorrmmiinngg  ddeennttiittiioonn  aanndd  ((22))  hhooww  ccaarrccaasssseess  3300  mmoonntthhss  aanndd  oollddeerr  aarree  iiddeennttiiffiieedd..    ##22  iiss  
rreelleevvaanntt  ttoo  AARRCC  11003300CC..    ##11  iiss  oouuttssiiddee  tthhee  ssccooppee..    TThhee  rreeffeerreennccee  ttoo  tthhiiss  SSOOPP  wwoouulldd  
iinncclluuddee  tthhee  ssttaatteemmeenntt  ““TThhee  mmeetthhoodd  ffoorr  ppeerrffoorrmmiinngg  ddeennttiittiioonn  iiss  oouuttssiiddee  tthhee  ssccooppee  ooff  
tthhiiss  pprrooggrraamm  aanndd  iiss  tthheerreeffoorree  nnoott  aauuddiittaabbllee..””))  

  
55..  TThhee  QQSSAA  PPrrooggrraamm  rreeqquuiirreess  aatt  lleeaasstt  44  ddooccuummeenntteedd  pprroocceedduurreess..    IItt  iiss  eeaassiieesstt  ttoo  

rreeffeerreennccee  tthhee  ddooccuummeenntteedd  pprroocceedduurreess  wwiitthhiinn  tthhee  qquuaalliittyy  mmaannuuaall  aanndd  iinncclluuddee  tthheemm  aass  
aattttaacchhmmeennttss..    WWhheenn  aattttaacchheedd,,  tthhee  ddooccuummeenntteedd  pprroocceedduurreess  ccaann  bbee  rreevviisseedd  aass  nneecceessssaarryy  
wwiitthhoouutt  hhaavviinngg  ttoo  rreeiissssuuee  tthhee  eennttiirree  qquuaalliittyy  mmaannuuaall..    IIff  tthhee  ddooccuummeenntteedd  pprroocceedduurreess  
aarree  iinncclluuddeedd  wwiitthhiinn  tthhee  bbooddyy  ooff  tthhee  qquuaalliittyy  mmaannuuaall,,  tthheenn  tthhee  eennttiirree  mmaannuuaall  mmuusstt  bbee  
rreeiissssuueedd  wwhheenn  tthhee  pprroocceedduurreess  aarree  rreevviisseedd..      

  
66..  IItt  iiss  bbeesstt  ttoo  iinncclluuddee  tthhee  ppllaanntt’’ss  nnaammee  aanndd  tthhee  ddooccuummeenntt  nnaammee  aanndd  rreevviissiioonn  ssttaattuuss  oonn  

eevveerryy  ppaaggee..      
  
77..  IInncclluuddee  tthhee  ppllaanntt’’ss  pphhyyssiiccaall  llooccaattiioonn  aanndd  tthhee  pprrooggrraamm  ccoonnttaacctt’’ss  iinnffoorrmmaattiioonn  eeiitthheerr  

wwiitthhiinn  tthhee  lleetttteerr  rreeqquueessttiinngg  sseerrvviiccee  oorr  iinn  tthhee  qquuaalliittyy  mmaannuuaall..  
  
88..  PPrroodduuccttss  tthhaatt  aarree  pprroodduucceedd  uunnddeerr  tthhee  QQSSAA  PPrrooggrraamm  sshhoouulldd  nnoott  bbee  iinncclluuddeedd  wwiitthhiinn  

tthhee  ssccooppee..    IInnsstteeaadd,,  tthheeyy  sshhoouulldd  bbee  oouuttlliinneedd  iinn  tthhee  lleetttteerr  rreeqquueessttiinngg  sseerrvviiccee  ffoorr  tthhee  
PPrrooggrraamm..    TThhiiss  ffaacciilliittaatteess  aannyy  aaddddiittiioonnss  oorr  ddeelleettiioonnss  ttoo  tthhee  pprroodduucctt  lliisstt  wwiitthhoouutt  
hhaavviinngg  ttoo  rreevviissee  tthhee  qquuaalliittyy  mmaannuuaall..  
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QUALITY MANUAL 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Contact:  
Sally Joe, Quality Manager 
Phone: (555) 555-5555 
Email: sally.joe@rrpacking.com 
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Purpose: 
The purpose of this Quality Manual is to establish, document, implement, and maintain a 
quality management system which ensures the products conform to the USDA, 
Agricultural Marketing Service, Audit, Review and Compliance (ARC) Branch ARC 
1002 Procedure, Quality System Assessment (QSA) Program, dated March 4, 2004.   
 
Scope: 
R&R Packing slaughters, fabricates, processes, and ships fresh & frozen beef and beef 
products to wholesale and retail clients.   
 
R&R Packing uses documented procedures, SOP’s, HACCP Plans and this QSA Program 
Quality Manual to conform to the specified product requirements and the QSA Program 
requirements.  If a requirement is not met by an existing procedure, a new procedure will 
be developed to bring the program into conformance. 
 
Conforming product must meet the specified product requirements as well as the QSA 
Program requirements. 
 
The products produced under the QSA Program are outlined in R&R’s Request for 
Service letter.  If R&R changes the products produced under the QSA Program, then the 
revisions will be reflected in a new letter that is submitted to the ARC Branch. 
 
Specified Product Requirements: 
The specified product requirements for this QSA Program are those outlined in ARC 
1030C Procedure.  These requirements are obtained from the ARC Branch Web site and 
are attached for reference (Attachment A).   



 

R&R QSA Program 04.16.04 Page 4 of 8 

 
QSA Program Requirements: 

 
1.2.3 & 1.2.4 - Control of Documents and Records: 
All documents within the QSA Program are controlled by R&R.  The Quality Manager is 
responsible for ensuring that only approved documents and forms are used by the facility 
personnel.  All controlled documents contain the current version in the footer of the 
document or form unless the document or form is run daily by the computer.  The QSA 
Quality Manual will be kept in the Quality Manager office with applicable versions kept 
in each manager’s office.  Only current versions of documents and forms are used as 
determined by the Master Document List (Attachment B). 
 
Records will be stored in the Quality Manager’s office in file cabinets to prevent loss, 
damage or alteration.  Records will be legible and easily accessible whether hard copy or 
electronic. 
 
All records and documents will be retained for a minimum of 1 year from creation.   
 
2 – Management Responsibility: 
The chart shows the lines of authority for the company.  Following is a listing of 
personnel assigned managerial positions within the company and their duties. 
 
Jim Bob: General Manager of R&R. The General Manager is responsible for ensuring 
that all specified product requirements are established and managerial employees have 
defined responsibilities.  The General Manager communicates within the company to 
ensure that QSA Program, specific product requirements and company responsibilities 
are understood.  The General Manager, along with the Quality Manager, has the authority 
to act on behalf of the company at all locations where activities are conducted. 
 
Sally Joe: Quality Manager of R&R. The Quality Manager ensures that the day to day 
implementation of the QSA program is met.  The Quality Manager is the management 
representative who has the authority to act on behalf of the company at all locations 
where program activities are conducted.  The Quality Manager has the responsibility and 
authority for ensuring that processes needed for the QMS are established, implemented, 
and maintained.  The Quality Manager and staff will maintain the records needed to show 
that the QSA program is implemented and maintained.  The Quality Manager is also 
responsible for training all personnel involved in the QSA Program. 
 
Jose Hemenize: Slaughter Manager of R&R. The slaughter manager is responsible for 
implementing specific program requirements and ensuring that the requirements are 
understood and followed from the slaughter to the fabrication. 
 
Martha Brown: Fabrication Manager of R&R. The fabrication manager is responsible for 
implementing specific program requirements and ensuring that the requirements are 
understood and followed from the fabrication to shipping. 
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Sylvester Stallone: Shipping/Receiving Manager of R&R. The shipping/receiving 
manager is responsible for implementing specific program requirements and ensuring that 
the requirements are understood and followed during shipping of product or any products 
received into the facility. 
 
3 – Human Resources: 
Responsible managers and employees chosen to perform tasks associated with the QSA 
program will have the necessary education, training, skill, and/or experience.  All 
personnel doing QSA program work or specific product requirement work will be 
trained.  A training record (TR Form) will be maintained which shows the scope of the 
training, date of training and personnel trained.  R&R has a SOP procedure in place for 
qualifying personnel for different jobs within the facility (Training Procedure – 
Attachment C).  This procedure defines the competence for personnel performing work, 
the criteria for training and evaluating the effectiveness of the training.  
 
4.2 - Receiving Procedure: 
R&R does receive product into the facility.   
 
All products received for and used in the QSA Program must meet the following 
requirements: 

1. Be obtained from an eligible supplier as listed on the ARC Branch website: 
http://www.ams.usda.gov/lsg/arc/bev.htm; and 

2. Be accompanied with the appropriate documentation that contains the statement 
“Product Meets BEV Program Requirements for Canada”.   

 
The Shipping/Receiving Manager is responsible for posting a current list in the 
shipping/receiving office.  The shipping/receiving personnel are responsible for 
reviewing the list daily to ensure only product from eligible suppliers with the 
appropriate paperwork is received for the QSA Program. 
 
All product received is recorded on the receiving log (Rec. Log).  Once the product is 
entered into the system the quality control records and/or computer records is able to 
show the tracking and disposition of the product.  
 
Product that does not meet the above requirements is identified as non-conforming 
product and is listed as such on the receiving log.  Non-conforming product is identified 
and handled in accordance with SOP RECEIVING (Attachment D) and is traced 
through the facility to show its disposition.  Non-conforming product is not labeled or 
documented as being in conformance with any specified product requirement. 
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4.3 - Identification and Traceability: 
R&R has an SOP in place to identify, handle, and trace product slaughtered in the facility 
and product received from outside sources.   
 
Product received into the facility is identified, handled, and traced in accordance with 
SOP RECEIVING.  
 
Product slaughtered in the facility is identified, handled, and traced in accordance with 
SOP SLAUGHTER (Attachment E).   
 
Product fabricated in the facility is identified, handled, and traced in accordance with 
SOP FABRICATION (Attachment F).   
 
These SOPs identify and track the products through the respective processes of the 
facility.  The traceable methods are unique and identification transfers through all phases 
of product transformation.   
 
Conforming finished products are identified with specific product codes.  The Bill of 
Lading for conforming product contains the statement “Product Meets BEV Program 
Requirements for Canada” if the product is intended for export or the statement is 
requested by the customer. 
 
4.4 – Preservation of Product: 
All products for the QSA Program are maintained in such a manner as to preserve them 
through handling, packaging, storage and shipping.   
 
4.5 - Control of Monitoring and Measuring Devices: 
Currently, the QSA Program does not require measuring devices to verify conformance 
to the specified product requirements.  If the program does require measuring devices, 
then R&R will develop an SOP to ensure valid results. 
 
The QSA Program does require monitoring devices, such as quality control reviews, to 
verify conformance to the specified product requirements.  These devices are in the form 
of records and are maintained by the Quality Manager.   
 
5.2.1 - Customer Satisfaction: 
R&R monitors customers to ensure that customer satisfaction is obtained for the QSA 
Program.  R&R has a customer hotline.  R&R documents emails, complaints, or surveys 
in order to measure R&R’s ability to supply conforming product.  R&R maintains records 
relating to customer perception (Customer Record). 
 
5.2.3 - Monitoring and Measurement of Processes: 
R&R has both daily and weekly managerial staff meetings.  These meetings are used to 
monitor the effectiveness of the QSA Program as applicable.  The meetings are used to 
determine the ability of the R&R processes to meet the product requirements.   
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Managers are responsible for monitoring the processes within their respective areas to 
ensure that the processes are affective in meeting the product requirements.   
 
The Quality Manager and staff are responsible for monitoring the processes throughout 
R&R to ensure that the processes are affective in meeting the product requirements.   
 
The monitoring records as outlined in the applicable SOP are completed to show 
conformance to the product requirements.  These records are maintained by the Quality 
Manager. 
 
When product requirements are not achieved, R&R implements correction and corrective 
action to ensure continuing conformance of the product.  Non-conforming raw materials 
and finished product that is determined to not be in conformance are handled in 
accordance with Section 5.3 Control of Non-Conforming Product within the QMS.   
 
5.2.4 - Monitoring and Measurement of Product: 
R&R uses SOP, HACCP procedures, work instructions, and guidance documents to 
ensure that the product meets the product requirements.   
 
The slaughter department and coolers use SOP SLAUGHTER for identifying that all 
product requirements are met.  At appropriate stages of the slaughter process, quality 
control maintains records to show conformance of the products.  These records are 
identified within SOP SLAUGHTER.  Each record contains the name of the person 
authorizing conformance. 
 
The fabrication department uses SOP FABRICATION for ensuring that all product 
requirements are met.  At appropriate states of the fabrication process, quality control 
maintains records to show conformance of the products.  These records are identified 
within the SOP FABRICATION.  Each record contains the name of the person 
authorizing conformance.   
 
The shipping/receiving department uses SOP RECEIVING for ensuring that all products 
received and used in the QSA Program meet the product requirements.  At appropriate 
states of the receiving process, quality control maintains records to show conformance of 
the products.  These records are identified within the SOP RECEIVING.  Each record 
contains the name of the person authorizing conformance.   
 
The Shipping/Receiving Manager is responsible for approving the release of the finished 
product to the customer.  Finished product is accompanied with a Bill of Lading and 
Load Manifest signed by the Shipping/Receiving Manager or his/her designee.  The Bill 
of Lading for conforming product contains the statement “Product Meets BEV Program 
Requirements for Canada” if the product is intended for export or the statement is 
requested by the customer. 
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5.3 - Control of Non-conforming Product within the QMS: 
Any finished product that was produced for the QSA Program but is determined to be 
non-conforming is identified with a Purple Quality Control HOLD Tag applied.  Quality 
Control records on the NC RECORD the product, the reason for non-conformance, and 
the disposition of the product.  This product is not used in the QSA Program.   
 
Due to the nature of the program, R&R does not attempt to bring non-conforming 
finished product back into conformance.  If finished product is determined to be non-
conforming product after delivery is made, R&R will notify the receiver and request that 
all affected product be sent back to R&R.   
 
Non-conforming raw materials are identified in accordance with the applicable SOP.  All 
non-conforming carcasses are segregated in accordance with SOP SEGREGATION.  
Non-conforming products that are received from outside sources are segregated in 
accordance with SOP RECEIVING.   
 
Non-conforming raw materials are not used in the QSA Program.  Non-conforming 
finished product receives a product code that begins with 8XXXXX.  This code ensures 
that the computer system allows only approved product to be included on any bill of 
lading that contains the statement “Product Meets BEV Program Requirements for 
Canada  
 
5.4.1 – Continual Improvement: 
R&R continually strives to improve its’ processes and procedures.  R&R uses staff 
meeting, quality control records, customer feedback, internal audit results, and corrective 
and preventative action to improve the Quality Management System.   
 
When it is determined that changes to the QSA are required, R&R will train all affected 
employees on the changes and will implement the changes only after training has 
occurred.  
 
5.4.2 & 5.4.3 – Corrective and Preventative Action: 
R&R takes appropriate corrective actions to address any non-conformances identified.  If 
non-conformances occur, the cause is determined and corrective actions are implemented 
to prevent a reoccurrence.  Corrective actions are documented on the CA FORM.  
Additionally, R&R takes appropriate actions to correct non-conforming finished product, 
when necessary.   
 
When appropriate, R&R determines and implements preventative actions to eliminate the 
causes of potential non-conformances in order to prevent their occurrence.  R&R 
documents preventative actions on the PA FORM. 
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MASTER CONTROL DOCUMENT LIST 
 
 

Quality Manual 04 16 04 
Training Procedure 04 16 04 
Training Form 04 16 04 
SOP Receiving 04 16 04 
Rec. Log 04 16 04 
SOP Slaughter 04 16 04 
Include all monitoring records required by this SOP 
SOP Fabrication 04 16 04 
Include all monitoring records required by this SOP 
Bill of Lading 01 10 00 
Load Manifest Computer Generated 
NC Record 10 29 03 
CA Form 02 19 03 
PA Form 02 19 03 
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Training Procedure 
 
Insert your company’s training procedure as applicable to the QSA Program.   
 
This documented procedure must define the methods for:  

1. Determining the necessary competence for personnel performing work affecting 
the product quality; 

2. Determining the criteria for training; 
3. Evaluating the effectiveness of the training; and 
4. Ensuring that personnel are aware of the relevance and importance of their 

activities and how they contribute to the achievement of the quality objective.  
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SOP Receiving 
 
Insert your company’s receiving procedure as applicable to the QSA Program.   
 
NOTE:  In this example, R&R has addressed the documented procedure requirements of 
Clause 4.2 directly within their Quality Manual.  However, they also have a receiving 
procedure that details how the product is identified, handled, and traced.   
 
 
 
 
 


